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13 May 1957

MEMORANDOM FOR: Ohiefl, ‘dadscr Mviaion
CEA librevriss
Otef, oousaat Divielon

BUBIECT ¢ Procuresent of Docunsests fros Outaide Agoucies

1. Ths OCR respoosibillity of demiing with ocuteide aganciss to service
CIA requests is primerily sssigved to the Liafson NMvision as part f its
officinl missicn.

2. The CIA Lileaxy is respiosible widey the direction snd galcance oo the
lintson MMyisioo for Wwe routine procurenant of docusents from outside agencias
for Cli regueoters. Inssmuch ss most ail docunents recelved from cuiside
agencies are imdexed and filed i the CTA Iibrexy, the great asjorits of re-
quests can be satisfied by the Library cither Ly losning the desired Jocusent
to the reguester or by repmducieg & copy for hia, If the document ©or mlcoo-
£1l:s) is not in file and camwt e identified and Jloeatad In OCR, the Libraxy
is rasponsible Por obealndug 1% torvugh the reguiar channel from the sppropr-icte
procuremsnt by the Iisison Mwision., If the Iibrary does not have a rwanlay
charmul, ox is sanble for some oWy rescch to ssrvice £ request on the out-
sido agancy, the Iisison Division will give the necessary asalstance ind
take what action is needsd %0 estiéblish the necessayy channgl and satisty

3, When pew series of documerts sre reguested on & contlmulng busis,
the Document Mvisics will nermalls be designatad as the recoipt polmi. There-
fore the Lidrary or the Iiaisom DEvision will request the outside agercy to
send such doouments to the Docuserr: Division and sdvise the Dosument Iivisios
of the documents invoived as well ve the specific CIA reguester so thei proper
Alstribvution can be made.

5, ‘Tse Docwsent Myizlon la responsible for servicing CIA regues-s for
changes in the mmber of copies of lotumenis regularly being recelved wnd
disseninated. The lislaon Division wiil saglet or taxe whwl uction is re-
goirved to establish ¢ chamel if the Doomaent Divieion le unsble to service
such & request.

5. The Document Divisica iz sisc . bie for La . SIA reqiests
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6. The aduinistrative procedumrae to caxry out the sbove yespum:ibilitiz:s
Divisicm.

Eniesant avis

T+ Individunl sesbays of IR sre responsible for accepting regiests
for OCR service evem though sot thelr specific responsibliity and For passisg
such veguasts to the spyrogriate wit for ection. OCR iz a service orgaolzalion
and our requasters must receive tourdecus, proept and neaningful res sonses Lo
thedy requosts -« we are all responsible for thet.
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